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OFFICE O f  THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR' 

RECORDS MANAGOEMENT DIVISION -- .*-zZ_-Q_-*._ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
Lw-_-77 ~.~.~~~_l--~~~.~.-~-.__i ..i_-__rnr -- : - ~  -- 

INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Oivision, 330 Capitol Avenue( Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 5 

." 

Department of Education 
Office of  Planning and Developm 

Date Completed 
---- Division of Staff Development 

P 

1 Working t i t le  
Education Co --= . . - .  -. ~ ___ 

_. 
FOR AGENCY USE 

A_- 

,ppliatIon Date 

pplication Nurnbar 

:. RrrontoContact 

1. Action Requested 
.- ~ ~~~ 

Jackie Porter 

8. & Estaoiisn Retention Schedule: record will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

-EL---- 0 Amend - 
DsterofSeria 

~ . .  Check One: 0 - Change; _ _  O~-SuperEde: I L ~ . -  0 Void 
&riel Title (followed by title used in office; if different) 

iarliest Latest 

vising Teacher Honorarium Request Forms(STS Requisition Form) 
I--. , ~- _-_ _x . - - ~  .. -. .-. 

What i s  the function of the Division and the Office in which this record series is created? 

1975 LTO Date 
i. Division and Office Function 
_.__- .-I_. ~~~ 

-: 

The Teacher Education and Staff Development Section, Division of Staff 
Development, Office of Planning and Development, is responsible for providing 
financial and technical assistance to local school systems and educational personnel 
in the area of staff development and education. 

___I _--_-. ~ ___x_I____ ~ - ~ ~ _r-._~ -_-- ~ ~- .- ~ . ~ = - _ - ~ ~ .  .~ 

'. Record Series Description This file contains the following documents (include form numbenend rir/es, if any): 
Attach samples of the file. 

Docum6nt.s relating to: authorizing honorarium 'payments for supervls'ing teacher services. 

Included are: Request for Payment, DE Forms 0228 and 0229, and related corresponden 

File is arranged: Chronologically by fiscal year; thereunder, by month received.. . . * ~  ~ . .  %. 
. *I 

. .  ____ _-__. _- ..___-. . ~ . . ~  - .  ~ . .___ ~ ~ _ _  . ... ~~.~ ~ ~ ~~ ~ ~- . .  
I. Month&%eferenco Rate . - ~ ~ How often ;xe records referred to which are: 

One to six months old --3Q.-.~---;'Seven to twelve months old A--.-; Thirteen to twenty-four months old - 1. -; 

.. .. . ~ ~~ . ~ ~. ~ ~. ~. ~ 

twenty-five months and older-L)L-- 7 ;  
.-A*-----f--:.-~... _. - . ~~~~ . . .. -_--.. 

. Other (specify) h t e r 2 T z e  drawers A_; Legal-size drawers ~~ ; Shelves -.., ~ _ L _ ,  i --~-. . .~ ~I._ . -  
I. Annual Rate otAecurnulation of Remrdr "' i - 

. - . ' X  . ' ~ .  . ... 
,- .~ - '< { ,.. , ~ 

<. . -. ~ 

I.. , ~~ '. . .I  . i 



___fl__ . ~~ ~~ 

1. .s W n t i o n  Requirements The following requires the series to be kept: 
~,. 

State 
-years. 

e. Administrative need - 2  -.years. 
a. State Law d _ > : - y e a r r .  d. Audit period . 1 

c. Federal law II.--years. f. Federal retention instructions _____ 0 ~-years. 

- 
b. Statute of limitation &-.-years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

X I  Hold in the current files area ~ .month(s) __Lx_ year(s); then 
Transfer to local holding area, hold LI_ -year(s); then 

Q Transfer to  State Records Center; hold .I_-year(s); then 
Q Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

NOTE: .Accounting Services copy i s  already scheduled under Schedule 77-86. 

These instructic IPPlV a l l  prior an ture accumi ns a he sel I. 

7disappfoved, attach letter 
f explanation.) 

. . 


